
NAAC 2023/ Metrics Level Deviations/Cr5-2    Date: 07/08/2023 

Criteria 5.1.2: Following capacity development and skills enhancement 

activities are organized for improving students’ capability 

1. Soft skills

2. Language and communication skills

3. Life skills (Yoga, physical fitness, health and hygiene)

4. ICT/computing skills

Findings of DVV Kindly Provide :- 

HEI needs to provide the details /supporting documents as per 

NAAC SOP. HEI needs to provide detailed report of each 

program including Circular /Brochure or office order, Attendance 

sheets, Photographs, Curriculum, course Content, Sample 

Certificate of attendance etc. for programs claimed 

Response/ 

Clarification 

1) Circular/brochure/report of the event/ activity report of all the

schemes listed above including photographs with date and 

caption, count of students enrolled is attached as per schemes 

listed above. (Appendix-I) 
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Soft skills
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INDIRA GANDHI ARTS &. COMMERCE COLL£6£, 

KALM£SIIWAR,DIST-NA6PUR 

ECONOMICS DEPARTMENT 

COMPUTER TYPING & D.T.P. CERTIFICATE COURSE 

TIME TABLE : 06/03/2023 - 24/03/2023 

TIME DAY 

11:30 to 1:30 MONDAY, TUESDAY, WEDNESDAY, THIRSDAY, 

SATURDAY 

FRIDAY, 



I 

(j 

Course name - Computer Typing & D.T.P. 

COURSE OBJECTIVES -

(1) To understand how to use computers properly and more efficiently. 

(2). D. T. P. To introduce various software on the reference computer 

{3) Practicing computer usage and typing in English language, 

(4) To understand how to use computer in Devanagari script. 

{S} To practice typing in Marathi/Hindi language. 

Curriculum 

Sr. N. Main Topic/ Sub Topic Theory 

01 Computer Introduction 

Emergence and History of Computer Weapons 1 

Different types and functions of computers 

Computers The need of today 

02 proper use of computers 

How to use a computer 

Different parts of computer and their function 1 

Proper use of different parts of computer 1 

Input devices Key board (Input devices Mouse 1 

Input devices are scanners and multimedia output 1 

devices are screens 

Output devices are printers and disk writers 

03 Take care of while using the computer 

How lighting should be in the computer room 1 

Practicle Total 

1 

1 

1 

1 

1 

1 

1 



Where and how the computer should be placed 1 1 

The environment around the computer should be 

taken 

Sr. No. Main Topic/ Sub Topic Theory Practicle Total 

Seating arrangement while using computer 1 2 

How to use the mouse correctly 1 2 

How to use the key boa rd correctly 1 

G 04 Various computer software 

What is software? 1 

Software requirements 1 

Different types of DTP software 

OS Computer and Information Science 

Computer and Information Science 1 1 

Internet and Information Collection 1 1 

Distribution of Information on the Internet 1 

Various uses of the Internet 

06 Computer usage 

Various uses of computer 1 

Introduction to Microsoft Office 1 2 1 

Microsoft Word and its use 1 2 3 

Microsoft Excel and its uses 1 2 3 

07 Computers and data entry 

Data entry in English on computer 1 2 3 

English Keyboard Introduction 1 2 3 



English Typing Method Typing tutor 1 2 3 

08 Typing practice in Marathi/Hindi or 10 11 

Devanagari script 

Various software in Devanagari script 1 

Shree Lipi Software Other Devanagari 1 1 2 

Software of Modular System 

1 1 2 

C DAC's I Software 

Sr. No. Main Topic/ Sub Topic Theory Practicle Total 

09 Mr. Lippi and his software 

1 2 

Introduction to Ankur Software 

1 2 

Devaratna Professional Software 

1 11 12 

Devanagari Word Processor 'Patrika' Introduction 

Using Patrika Software 
1 10 11 

10 DTP 

What is DTP & its introduction. 1 1 2 

Introduction to software for practicle 1 1 2 

Total 30 55 58 

l 



Job and business opportunities-

1. Starting a local freelance data entry business. 

2. Working on the data layout of the book. 

3. Carrying out data entry work for a large publishing house. 

4. Working as a computer operator in a company. 

5. Doing small designing work. 

6. Typing work in Marathi/Hindi language. 

7. Working on designing independently. 

t..1 8. Doing 'pre press' work in printing sector. 

9. Performing data processing 

10. Working of publications and periodicals. 
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INDIRA GANDHI ARTS & COMMERCE COLL£6£, 

KALMESHWAR,DIST-NA6PUR 

Session 2022-2023 

DEPARTMENT- ECONOMICS 

Certificate course for B.A. final student 

Course name - Computer Typing & D.T.P. 

Introduction -

Typing is the process of writing or inputting text by pressing keys on 

a typewriter, computer keyboard, mobile phone or calculator. It can be 

distinguished from other means of text input, such as handwriting and speech 

recognition. Text can be in the form of letters, numbers and other symbols. The 

world's first typist was Lillian Sholes from Wisconsin in the US the daughter 

of Christopher Sholes, who invented the first practical typewriter. User 

interface features such as spell checker and autocomplete serve to facilitate and 

speed up typing and to prevent or correct errors the typist may make. 

Desktop Publishing (DTP) is the creation of electronic forms of 

\ - information such as documents, presentations, brochures, books, or even 

website content using computer programs. DTP has evolved to be an important 

component of creating and disseminating information as it allows an 

amalgamation of various tasks that are generally performed independently at 

printing presses such as layouts, typesetting, graphic design, etc. 

What is the objective of typing skills? 

Objectives 

• Increase typing speed. 

• Increase spelling accuracy. 

• Become more familiar and competent in using the keyboard. 



ST ANDA RD l : Students will understand the process of planning a document. 

I Students should understand the importance of preplanning a document in 

terms of audience, purpose, timeline, budget, page arrangement, and production 

method. 

2 Students will use guides, grids, and columns to set up their documents as a 

\;Vay to create consistency and unity. 

3 Students will understand that master pages are used to create consistency and 

increase productivity. 

4 Students will understand that headers and footers contain recurring 

information and that they are used to help organize a publication. 

5 Students will understand that slug space is a space outside the printed area in 

which you can place instructions that stay with our document. 

STANDARD 2 : Students will expand on typography and design principles 

learned in DTP . 

I Students will develop an understanding of basic desktop publishing 

tenninology (see teacher helps vocabulary list). 

2 Students will understand that fonts can be used to portray the mood or 

message of a publication. 

3 Students will use styles and style sheets for consistency and productivity 

within a publication. 

4 Students will understand how to create type on and edit text paths. 

5 Students will understand how to thread and flow text/frames. 

6 Students will understand how to create pull quotes to enhance a document. 

7 Students will understand the appropriate use of captions. 

8 Students will understand the purpose and difference between the em dash and 

en dash. 

9 Students will recognize widows, orphans, and ragged lines and use kerning, 

tracking, and proper hyphenation to correct them. 

STANDARD 3 : Students will understand the proper use of color in 

publications. 

I Students will understand that there are two ways that color is added to a 

printed page: process color and spot color. 

2 Students will create variations of color using tint, patterns, gradients, and 

opacity. 



3 Students will understand the difference between the screen color (monitor vs. 

printed document) and print color. 

STANDARD 4 : Students will optimize images to enhance publications. 

I Students will understand the file extensions that are compatible with 

professional desktop software. 

2 Students will understand how to use standoff space. 

3 Students will determine whether an image is acceptable for print based on its 

resolution. Objective 4 Students will create frames using different shapes and 

sizes. 

5 Students will be able to resize an object while maintaining aspect ratio. 

6 Students will learn touch-up techniques to enhance images. 

STANDARD 5 : Students will demonstrate an understanding of ethics related 

to the use of images and text. 

I Students will understand the different between royalty-free and copyrighted 

images and text. 

2 Students will understand the process of obtaining and citing permission for 

copyrighted works. 



L 

-t~' , l 1111 I ·--·.·· .. ; .. ~, 
I I• 

' ,,\r .. , 
• .. I 

I , 

it' 



l 



\_ I 



l 

INDIRA GANDHI ARTS & COMMERCE COLLEGE, KALMESHWAR 

COURSE : COMPUTER T(PING & D. T.l' · 2023 

STUDENT AT'l.'END,'\NT LIST 

Sr. No. Name of the students 06/03 08/03 09/03 , ,i,"(13 11/03 13/03 14/03 15/03 16/03 17/03 18/ 20/ 21/ 23/ 24/ 
03 03 03 03 03 

1. 
AARTI SUN IL MANKAR 

2. ABDUL KA RL\ ! ABDUL SHEIK 

3. ACHAL NARENDRA TAHEKAR 

4. ACHAL RAJENDRA KAMDI 

5. I AKANSHA DILIP SONTAKKE 

6. AKASH PUNDLIK MADKE 
., 

AKASH SURESH GIRi , . 

8. AMBIKA RAJENDRA CHOUDHARY 

9. AN KIT A RA\IRAO GA VANDE 

10. BALJITSINGH SINGH BAWARI 

11. BHUSHAN RATNAKAR TAYWADE 

12. CHHAN DILIP DEHARE 

13. DHARMENDRA BHURA PATEL 

14. DIKSHA DHANRAJ CHANDURKAR 

15. DURGA BALIRAM PARDHI 

16. HARSHA SUN IL MANKAR 

17. JASWINDERSINGH 0. BA WAR! 

18. KALYAN I PRABHAKAR RAUT 

19. KARAN AN IL SON EKAR 

20. KARAN DILIPRAOJI PADOLE 

21. LAXMI DAMUPRASAD PANDE 

22. MADH URI RAMDASJI UGALE 

23. MANISH VILAS SA WARKAR 

24. MANS I GAJANAN LANGDE 

25. MEENA RAVINDRAJ I FALKE 



e ... 
26. NEHA PRAMODJI NIMBALKAR 

27. NIKITA CIIINTAMAN NARVAS 

28. OMPRA KASII SUBl·IASH NIMJE 

29. PRACIII RUPRAO KARMORE 

30. PRATIKSIIA S. CIIANKAPURE 

31. RANI VIDYA SAGA R 

32. RANJAN DAULATRAO BAMBAL 

33. RAVIKUMAR K. PATEL 

34. RITESH HARIJI PALDHANE 

35. RITESH VASANTRAO YENURKAR 

36. RITIK iSIIWAR HUMNE 

37. RITIK 11.ISANA BHUSARI 

38. RIYA R•.JENDRA BHINGADE 

39. ROHINI SHRAWANJI WAGDHARE 

40. ROSHAN MANOllAR CHAN DEKAR 

41. RUC HI KA RAMDAS MOTILINGE 

42. RUKHMINI REWAJI GOTMARE 

43. SANGHMITRA VINA YAK RAMTEKE 

44. SANKETTULSIRAM BANDHE 

45. SHRAVAN KISNAJI KOHALE 

46. SHUBHAM VILAS KHONDE 

47. SHWET A NARAYAN KHADSE 

48. SNEHAL SUDESH PATIL 

,!_f) 
49. V ANDANA C. ZADE 

50. VEENA RAMESH KARARE 

51. VIDYA RAJU MANAKAR 



People's Welfare Society, Nagpur 

IN DIRA GANDHI ARTS-COMMERCE COLLEGE 
Kalmeshwar, Dist. Nagpur 

! Tl:is Certfficate is aw_arded to Mr.lM/dKf . ... J3:°'J.JJt.5.lrld'h.. .... NJ..~.<J.~.f 
6.tDJ.h .. 8.o.w..r..L. ef class ....... 13.:A, ... .F,.na.L.. ......... Indira Gandhi Arts & 

I 
Commerce College, Kalmeshwar far succesiful~y completing Value Added Program 

( .

0

1'/'/ r/Zcale. Course in .... co..m.putea. ..... T.~Plnd ....... c% .... ... D.: .. T.:.P ..... ...... . 
during .... 06..:.03.: .. ~.0.~.3. ... .. tO ...... g_.4_: .. 0j, ~0-<3 . 

Date: 2.t,,OJ' zo2.3 Co-ordinator 
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People's Welfare Society, Nagpur 

INDIRA GANDHI ARTS-COMMERCE COLLEGE 
Kalmeshwar, Dist. Nagpur 

This Certificate is awarded to lvfl-.1Afls./Ku ..... 6b.uJ.ela ...... N.a:ray..a.n. ....... . 
.... i42:.a.d.s.e .... .. ....... of class ....... '3.: .. 8.: ... Ei .. nal. ...... .. .. Indira Gandhi Arts & 

Commerce College, Kalmeshwar for ·succesifully completing Value A dded P rogram 

( .'rirtr/Xt:~1/e Course in :·····.CO.r.D.P.Y . .t.e..r ...... TJ..1?...tn6 ....... tx ........ {LT.: .. P.: .. .. . 
during .. b.b.:.P.3.:.g9..a.3 .... .. t.9 ...... R4 .. : .. o.3..:. J? 0~ 

Dale : 2 4, oJ, ,Zo23 Co-ordinator 
~rJL. 



Language and 
communication skills
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11: 07118-271393 

PEOPLE'S WELFARE SOCIETY'S, NAGPUR 

INDIRA GANDID ARTS AND COMMERCE COLLEGE 

KALMESHWAR - 441 501. Dist.- NAGPUR 

Hon. ©r. 9daanukJZrrao 'Wasn~ 

Chairman 
(&.IILC) 

Ref.No. IGACCK / No.: 

To, 

Dr. Naseem Ahmad, 

Head Of Department of Commerce, 

Indira Gandhi Arts & Commerce College, 

Kalmeshwar, Nagpur. 

©r. )I. 'l(, Cfiik,!lte 
Principal 

Date: 

Sub : To get permission to start certificate course on the subject of 'Certificate 

Course in Spoken English' under value added program. 

Reference : Your letter on dated 25/02/2023 
' 

Department of Commerce has requested permission to start certificate 

course on the subject 'Certificate course in spoken English' under the value added 

program for B.Com final year students to speak and understand English language 

i~ necessary. In this view, such course is proper to start. So, we are given 

permission to the department of commerce to start this course. 

Date: 25/02/2023 

Principal 

Dr. Ajay Chikate 

Indira Gandhi Arts-Comm. College 
Kalmashwar. 



INDIRA GANDHI ART & COMMERCE COLLEGE, KALMESHWAR 

Session 2022-23 

Department of Commerce 

This is to informed that for B.com final year students, the Department of 

Commerce has organized a certificate course on "Certificate Course in Spoken 

English" on those students who want to resister their names for this course 

should ·contact Dr. Naseem Ahmad Sir Head of Department of Commerce by 
01/03/2023 

Date: 01/03/2023 

Dr. Naseem Ahmad 

HoD 0(__9~-:nmerce 



( 

r 

People's Welfare Society 

Nagpur 

Indira Gandhi Arts & commerce College 

Kalameshwar 

Department of Commerce 

"Certificate Course in spoken English" under value aided 
program. 

Time table :- 2022-23 

From 03/03/2023 to 23/03/2023 

Time 

Morning I 1.00 am to 

12.30pm. 

Date 

Mon. Tue. Wed. Thus. Fri. Sat. 

"----'

1 

Note : - This scheduled may be changed from time to time by 

department of commerce for necessary reasons. Such notice will be 
given to the students by department. 

Date "J3fy 2023 Dr. Na~~ed 

Hod Of Commerce 
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AIMS AND OBJECTIVES OF SPOKEN ENGLISH 

1} To enable the learner to communicate effectively and appropriately in real life 

Situation. 

2} To use English effectively for study purpose across the curriculum. 

3) To develo·p interest in and appreciation of Literature. 

4) To de~elop and integrate use of the four language skills i.e. Reading, Listening, 

speaking and writing. 

S} To e!'labi·e the students comprehend the spoken form. 

6) To develop students ability to use English in day to day life and real life 

situcltioii·. · · 

7} To understand the written text and able to use skimming, scanning skills. 

8} To wri~e simple English its express ideas. 

9} To revise and reinforce structure already learnt. . 
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S.N . 
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10 

11 

12 

• 13 

14 

15 

16 

17 

18 

19 

20 

21 

INDIRA GANDHI ARTS & COMMERCE COLLEGE, KALMESHW AR 

SESSION 2022-23 

Value Added Course 

'\. Course Name: - SPOKEN ENGLISH COURSE FOR B.COM. Ill Year 

(Duration -3 March 2023 to 24 March 2023) 

Students Attendance sheet 

Name of the Students ( B.Com. 3rd) 

A AC HAL SH IVSHANKAR VAIDYA 

AACHAL VASANTRAO MANKAR 

ACHAL SUKHADEV MANKAR 

ACHAL YOGRAJ KADU 

ADARSH DEVLAL BHAGAT 

AJINKY A ASHOKRAO REWATKAR 

AKANSHA NARENDRA MARA THE 

AKANSHA RAV INDRA BHINGARE 

A KASH NANDKISHOR SURYANSHI 

AKSHAY MAROTI BORKAR 

AKSHA Y SUDHAKAR RAUT 

AMAN SANJA Y AMBADALE 

AN KIT DA TTUJI ZADE 

AN KITA ASHOK WAGHMARE 

AN KITA VASANTA KHADSE 

AN KITA YOURAJ KHARBADE 

APEKSHA VASANTA KOHALE 

ARC HANA HANSRAJ RANE 

ARTI ASHOK BHOY AR 

ASWINI RAMCHANDRA HIWARKAR 

BHAV IK NILKHANDTH KAMDI 



22 DHANSH RI PARASRAMJI SHRIKHANDE 

23 DH IRAJ PUNDLIK BODE 

24 DIKSHA KISHOR SALAME 

25 DIKSHA SANJAY TODASE 

26 DIVYA BHIMRAO REWASKAR 

27 GANESH DERAOJ I DHOK 

28 GAURI SURESH SHRIKHANDE 

29 HARSHADA Y ADAVRAO KUTHE 

30 HUMESHWARI NILKHANTHA RAJURKAR 

31 JAJ IYA INAYATTULLA PATHAN 

32 JANHAYI ISHWARJI KAMBE 

33 JANVHI RUPCHAND BHOY AR 

34 JYOTI SUKHANCHAIN SAY AM 

35 JYOTSNA VITTHAL BARMASE 

36 KARAN BRIJLAL PATEL 

37 KARAN GANESH MANJARIWAR 

38 KARISHMA GAJANAJI LADSE 

39 MAHARESHWARI DNYNESHWAR YELEKAR 

40 MAMTA RAJUJ I KOYE 

41 MA YURI GANGADHAR GAME 

42 MINAKSHI TULARAM YUVNA TE 

43 MONALI VISHUJI LOHI 

44 MONIKA NIKESH BAGHEL 

• 
45 MU KESH DILIP CH IMOTE 

46 NE HA PUROSHOTTAM INGLE 

47 NEHA TARACHANDNANHE 

48 NIKITA NAMDEO GIRADKAR -

49 NIKITA RAJ EN DRA SONSARE 

50 NIKITA WAMANRAO KHADSE 

51 PA WAN ARUN TAGDE 

52 PRAJAKTA 13ANDUJI CHOUDHARY 

53 PRAJWAL NARA YA NRAO THAKRE 



54 PRANA LI LILADHAR ADKANE 

55 PRANAY SUN IL PATIL 

56 PRANJALI KANCHALRAO LANGDE 

57 PRATIK RAJENDRA DHERKAR 

58 PRA TIKSHA SUB HASH MARBA TE 

59 PRA TIKSHA SUDHKAR T AKALKHEDE 

60 PRITI INSHW AR BA WANE 

61 RAJESH CHUDAMAN SALAME 

62 RAJSHREE RAJKUMAR WASNIK 

63 RANI NAGORAOJI NIMBALKAR 

64 RAVI BRIJLAL PATEL 

65 RITIK KISHOR ASOLE 

66 RIV A NARENDRA BHANGE 

67 ROHINIKAMLAKARPARATE 

68 RUCHIKA KOLBA BANDHE 

69 RUCHIKA RAMCHANDRA BELKHEDE 

70 RUCHIKA SANJA Y GIRHE 

71 RUPALI LILADHAR SHENDE 

72 SAHIL ON KAR TEKADE 

73 SAMIKSHA RAJUJI LONARE 

74 SANJANA CAHANGDEO GONDANE 

75 SANKET DILIP WANKHEDE 

76 SANKET GUNDERAO DHANDE 

• 
77 SAPNA DNYNESHWAR DHOLE 

78 SAPNA SURESH GIRHE 

79 SEEMA BHIMRAOJI ZADE 

80 SH ET ALI LILADHAR NARNAWARE 

81 SH IYAN I VIJAY BADNAG 

82 SHREY ASH HARICHANDRA UKEY 

83 SI-IU BHAM PRAKA SHJI KALE 

84 SHUBHANGI RAJENDRA PANDE 

85 SHWETA NARESH DONGRE 



86 SNEHA TEJRAM BAHDURE 

87 SONAL GOPALJI TULE 

88 SONALI VITTHAL PAL 

89 SONU DEV RAO WAGHMARE 

90 SUCHITA SUKHARAM SHARNAGAT 

9 I SUKANY A BABARAOJI RAUT 

92 SUWASNI VITTHAL NAHANE 

93 TANNU GOVARDHAN RAI 

94 TANUSHRI PRABHAKARAMBULKAR 

95 TEJASWINI DAMODHAR DHOTE 

96 TRUPTI JAGDISHRAO MANKAR 

97 VAIBHAV RA TN A KAR GAHUKAR 

98 VAIBHAV VYANKATRAO DAKHARE 

99 VAISHANAVI LAXMANRAO VAIDYA 

100 VAISHNAVI ARUN GUDAHDE 

101 VlDYASURENDRAINGLE 

102 VIKRAMJAGMALCHAVHAN 

103 VINAYOMKARESHWAR NERKAR 

104 YAMINI DEVRAO PANDE 

105 Y AS HODA HARJSHCHANDRA NIKHADE 

Principal 

Dr. Ajay Chikate 



People's Welfare Society, Nagpur 

IN DIRA GANDHI ARTS-COMMERCE COLLEGE 
Kalmeshwar, Dist. Nagpur 

Th is Cert fficate is awarded to MdM-rs./Ku . . ~~n.i .... /x~o.f.q~.i .... .J'.(!!'.!¥.J.~~.'~ ............... . 

.... .. .. .... .... ... .. ............ ..... .... of class .. ....... rJ.· ... (9.rn :..!?nnJ. .................. Indira Gandhi Arts & 

Cmnm.erce Colleg e, Kalmeshwar .for succesifully completi11g Va lue A dded Prog ram 
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People's Welfare Society, Nagpur 

IN DIRA GANDHI ARTS-COMMERCE COLLEGE 
Kalmeshwar, Dist. Nagpur 

This Cert(.ficate is awarded to Mr.lM-rr./X,n ... f?.cw/ ... f.3.rJ;.'/a/.. .. PCJ!.d ............................. . 

........... ..... : .... .. ....... .... ........ ef class ... 13.: . .Criro.: .. Ef r..rJ .......... .......... ... bzdira Gandhi Arts & 

Commerce College, Kalmeshwar for succesifully completing Value A dded Program 

( ·<'rl(/i'r:ale Cour.rn in .... 5pa&n ... .f..?J,ksL .............. ............ ............................................ .. ...... . 

du,-ing ..... ... Q3 .. !~~H.~ ... 7!! ... t?.3 .. M.ar.c.6 ... :?-.<:J.~J .. ... .. . 

Dale: J.1t(o3/ ,lo.l.J 
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ICT/Computing skills
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INDIRA GANDHI ARTS &. COMMERCE COLL£6£, 

KALM£SIIWAR,DIST-NA6PUR 

ECONOMICS DEPARTMENT 

COMPUTER TYPING & D.T.P. CERTIFICATE COURSE 

TIME TABLE : 06/03/2023 - 24/03/2023 

TIME DAY 

11:30 to 1:30 MONDAY, TUESDAY, WEDNESDAY, THIRSDAY, 

SATURDAY 

FRIDAY, 



I 

(j 

Course name - Computer Typing & D.T.P. 

COURSE OBJECTIVES -

(1) To understand how to use computers properly and more efficiently. 

(2). D. T. P. To introduce various software on the reference computer 

{3) Practicing computer usage and typing in English language, 

(4) To understand how to use computer in Devanagari script. 

{S} To practice typing in Marathi/Hindi language. 

Curriculum 

Sr. N. Main Topic/ Sub Topic Theory 

01 Computer Introduction 

Emergence and History of Computer Weapons 1 

Different types and functions of computers 

Computers The need of today 

02 proper use of computers 

How to use a computer 

Different parts of computer and their function 1 

Proper use of different parts of computer 1 

Input devices Key board (Input devices Mouse 1 

Input devices are scanners and multimedia output 1 

devices are screens 

Output devices are printers and disk writers 

03 Take care of while using the computer 

How lighting should be in the computer room 1 

Practicle Total 

1 

1 

1 

1 

1 

1 

1 



Where and how the computer should be placed 1 1 

The environment around the computer should be 

taken 

Sr. No. Main Topic/ Sub Topic Theory Practicle Total 

Seating arrangement while using computer 1 2 

How to use the mouse correctly 1 2 

How to use the key boa rd correctly 1 

G 04 Various computer software 

What is software? 1 

Software requirements 1 

Different types of DTP software 

OS Computer and Information Science 

Computer and Information Science 1 1 

Internet and Information Collection 1 1 

Distribution of Information on the Internet 1 

Various uses of the Internet 

06 Computer usage 

Various uses of computer 1 

Introduction to Microsoft Office 1 2 1 

Microsoft Word and its use 1 2 3 

Microsoft Excel and its uses 1 2 3 

07 Computers and data entry 

Data entry in English on computer 1 2 3 

English Keyboard Introduction 1 2 3 



English Typing Method Typing tutor 1 2 3 

08 Typing practice in Marathi/Hindi or 10 11 

Devanagari script 

Various software in Devanagari script 1 

Shree Lipi Software Other Devanagari 1 1 2 

Software of Modular System 

1 1 2 

C DAC's I Software 

Sr. No. Main Topic/ Sub Topic Theory Practicle Total 

09 Mr. Lippi and his software 

1 2 

Introduction to Ankur Software 

1 2 

Devaratna Professional Software 

1 11 12 

Devanagari Word Processor 'Patrika' Introduction 

Using Patrika Software 
1 10 11 

10 DTP 

What is DTP & its introduction. 1 1 2 

Introduction to software for practicle 1 1 2 

Total 30 55 58 

l 



Job and business opportunities-

1. Starting a local freelance data entry business. 

2. Working on the data layout of the book. 

3. Carrying out data entry work for a large publishing house. 

4. Working as a computer operator in a company. 

5. Doing small designing work. 

6. Typing work in Marathi/Hindi language. 

7. Working on designing independently. 

t..1 8. Doing 'pre press' work in printing sector. 

9. Performing data processing 

10. Working of publications and periodicals. 



\ 

INDIRA GANDHI ARTS & COMMERCE COLL£6£, 

KALMESHWAR,DIST-NA6PUR 

Session 2022-2023 

DEPARTMENT- ECONOMICS 

Certificate course for B.A. final student 

Course name - Computer Typing & D.T.P. 

Introduction -

Typing is the process of writing or inputting text by pressing keys on 

a typewriter, computer keyboard, mobile phone or calculator. It can be 

distinguished from other means of text input, such as handwriting and speech 

recognition. Text can be in the form of letters, numbers and other symbols. The 

world's first typist was Lillian Sholes from Wisconsin in the US the daughter 

of Christopher Sholes, who invented the first practical typewriter. User 

interface features such as spell checker and autocomplete serve to facilitate and 

speed up typing and to prevent or correct errors the typist may make. 

Desktop Publishing (DTP) is the creation of electronic forms of 

\ - information such as documents, presentations, brochures, books, or even 

website content using computer programs. DTP has evolved to be an important 

component of creating and disseminating information as it allows an 

amalgamation of various tasks that are generally performed independently at 

printing presses such as layouts, typesetting, graphic design, etc. 

What is the objective of typing skills? 

Objectives 

• Increase typing speed. 

• Increase spelling accuracy. 

• Become more familiar and competent in using the keyboard. 



ST ANDA RD l : Students will understand the process of planning a document. 

I Students should understand the importance of preplanning a document in 

terms of audience, purpose, timeline, budget, page arrangement, and production 

method. 

2 Students will use guides, grids, and columns to set up their documents as a 

\;Vay to create consistency and unity. 

3 Students will understand that master pages are used to create consistency and 

increase productivity. 

4 Students will understand that headers and footers contain recurring 

information and that they are used to help organize a publication. 

5 Students will understand that slug space is a space outside the printed area in 

which you can place instructions that stay with our document. 

STANDARD 2 : Students will expand on typography and design principles 

learned in DTP . 

I Students will develop an understanding of basic desktop publishing 

tenninology (see teacher helps vocabulary list). 

2 Students will understand that fonts can be used to portray the mood or 

message of a publication. 

3 Students will use styles and style sheets for consistency and productivity 

within a publication. 

4 Students will understand how to create type on and edit text paths. 

5 Students will understand how to thread and flow text/frames. 

6 Students will understand how to create pull quotes to enhance a document. 

7 Students will understand the appropriate use of captions. 

8 Students will understand the purpose and difference between the em dash and 

en dash. 

9 Students will recognize widows, orphans, and ragged lines and use kerning, 

tracking, and proper hyphenation to correct them. 

STANDARD 3 : Students will understand the proper use of color in 

publications. 

I Students will understand that there are two ways that color is added to a 

printed page: process color and spot color. 

2 Students will create variations of color using tint, patterns, gradients, and 

opacity. 



3 Students will understand the difference between the screen color (monitor vs. 

printed document) and print color. 

STANDARD 4 : Students will optimize images to enhance publications. 

I Students will understand the file extensions that are compatible with 

professional desktop software. 

2 Students will understand how to use standoff space. 

3 Students will determine whether an image is acceptable for print based on its 

resolution. Objective 4 Students will create frames using different shapes and 

sizes. 

5 Students will be able to resize an object while maintaining aspect ratio. 

6 Students will learn touch-up techniques to enhance images. 

STANDARD 5 : Students will demonstrate an understanding of ethics related 

to the use of images and text. 

I Students will understand the different between royalty-free and copyrighted 

images and text. 

2 Students will understand the process of obtaining and citing permission for 

copyrighted works. 
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INDIRA GANDHI ARTS & COMMERCE COLLEGE, KALMESHWAR 

COURSE : COMPUTER T(PING & D. T.l' · 2023 

STUDENT AT'l.'END,'\NT LIST 

Sr. No. Name of the students 06/03 08/03 09/03 , ,i,"(13 11/03 13/03 14/03 15/03 16/03 17/03 18/ 20/ 21/ 23/ 24/ 
03 03 03 03 03 

1. 
AARTI SUN IL MANKAR 

2. ABDUL KA RL\ ! ABDUL SHEIK 

3. ACHAL NARENDRA TAHEKAR 

4. ACHAL RAJENDRA KAMDI 

5. I AKANSHA DILIP SONTAKKE 

6. AKASH PUNDLIK MADKE 
., 

AKASH SURESH GIRi , . 

8. AMBIKA RAJENDRA CHOUDHARY 

9. AN KIT A RA\IRAO GA VANDE 

10. BALJITSINGH SINGH BAWARI 

11. BHUSHAN RATNAKAR TAYWADE 

12. CHHAN DILIP DEHARE 

13. DHARMENDRA BHURA PATEL 

14. DIKSHA DHANRAJ CHANDURKAR 

15. DURGA BALIRAM PARDHI 

16. HARSHA SUN IL MANKAR 

17. JASWINDERSINGH 0. BA WAR! 

18. KALYAN I PRABHAKAR RAUT 

19. KARAN AN IL SON EKAR 

20. KARAN DILIPRAOJI PADOLE 

21. LAXMI DAMUPRASAD PANDE 

22. MADH URI RAMDASJI UGALE 

23. MANISH VILAS SA WARKAR 

24. MANS I GAJANAN LANGDE 

25. MEENA RAVINDRAJ I FALKE 



e ... 
26. NEHA PRAMODJI NIMBALKAR 

27. NIKITA CIIINTAMAN NARVAS 

28. OMPRA KASII SUBl·IASH NIMJE 

29. PRACIII RUPRAO KARMORE 

30. PRATIKSIIA S. CIIANKAPURE 

31. RANI VIDYA SAGA R 

32. RANJAN DAULATRAO BAMBAL 

33. RAVIKUMAR K. PATEL 

34. RITESH HARIJI PALDHANE 

35. RITESH VASANTRAO YENURKAR 

36. RITIK iSIIWAR HUMNE 

37. RITIK 11.ISANA BHUSARI 

38. RIYA R•.JENDRA BHINGADE 

39. ROHINI SHRAWANJI WAGDHARE 

40. ROSHAN MANOllAR CHAN DEKAR 

41. RUC HI KA RAMDAS MOTILINGE 

42. RUKHMINI REWAJI GOTMARE 

43. SANGHMITRA VINA YAK RAMTEKE 

44. SANKETTULSIRAM BANDHE 

45. SHRAVAN KISNAJI KOHALE 

46. SHUBHAM VILAS KHONDE 

47. SHWET A NARAYAN KHADSE 

48. SNEHAL SUDESH PATIL 

,!_f) 
49. V ANDANA C. ZADE 

50. VEENA RAMESH KARARE 

51. VIDYA RAJU MANAKAR 
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